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3w APPLICATION FOR RECORDS RETENTION SCHEDULE 
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1. Amenykddnrr FOR RECORDS NANAGEMENT USE 
Application Number Department of Education . 

Education Development Division Dm Completed 
Office of Planning and Development 82-612 
Adult and Continuing Education mz982 I J A N  1 9 1985 

c. 0 Amend b l i ca t ion  No. CheckDne: 0 Change; 0 Supercede: 0 Void 
. DjterofSerkr 
LarliPst Lmn 

5. Rmrds S u i i  Ti& lfdlowed by title ured in off&; H different) 

Adult Education Program files 1969 I To Date 
i. Division and Officr Function what i s  function of the Division and the Office in which th is  record series i s  created? 

The Adult Education Unit provides statewide assistance to LEA'S d'esiring to operate 
basic skills classes for disadvantagedadults. Services include allocation of federal 
and state funds, budgets, accounting services and consultative assistance. 

, 

Docuknu relating to: 

Administering the Adult Program at the State level. 
lnduded are: 

Separate files for each school system, including copies of local application for funding 
budget amendments and other related correspondence. 

Fik is nranped: 

Alphabetically by LEA'S. 
I. Monthly Refereno bte How often are records referred to whifh are: 

Chw to six monthsold : Seuentotwelvcmonrhrdd : Thirteen to twentpfow months old 

twentyfive months and okkr 7 

Lrner-size drawers : Legal-siZe d r m w s  :shelves ; omer Ie=ifY) 
I. Annual Rate of Accumulation of Remrds 

Lateral drawers - 3 .  
R-50-71; h . 7 6  (0-1 



I E S  

X 

1. I 

NO 10. . in Place an "'X" in the PoPr  column) 
a. Is t h i s  dw o f f i i l  o ~ p y  of mC a&? 

b. Dow the rries m t s i n  a m f h t b l  informtion requiring w i t v  bndling? H ycr, ; p e  *w M regulation. 

1- 

tf not. *ere is it? 

x 
X c Irthiraviblrunrd? 

n/  a d. Doer this series have historicll or brq tarn m a r c h  value? 
ik make k neceswy to keepqW entimfik for a long priod. owld these 

ThC following requires the series to be kept: 

a. StateLm years. d. Audit priod years. 
b. Statute of limitation years. c. Administrative need L y e a r s .  

years. f. Federal retention instructions years. c Federal b w  5 

Amch cow M excert of I m r  M rtgulations. Explain drninimatin need 

Adult Education Act P.L. 91-230 as amended, inc luding  P.L. 93-380 ( U . S . C .  120-1-1211a) 
7 

12 AppolRd Oirporition lmtruccionr This agency recommends that the fik series bc cut off at the end of uch: 
0 Cakndar Year; B Firal Year; Other then. 

Hold in the m e n t  files n e a  month(r) 2 wads);  then 
0 Transfer to local holding area; hold 
6l Transfer to State Reoords Center; hold 
El Dmrov. 
0 Transfer to State A r b i n s  for permanent retention. 

0th mif~) 

vear(s); then 
yeu(sl; then 

Then instructions apply to all prim ud futue .rmmulationr c . ~ ah. 

IeoDrnmendatiMtr m par- 
raph 12 r e  approved. 
If dsapmved. .ttod, kmi 
I f  explanation.) 


